To 
The Project Director 
D-43/1, Shahra —e- Ghalib Lane 3, Block 2, Clifton, Karachi. 


Subject: Request for the Post of Computer Operator. 


Respected Sir, 


| have come to know through some reliable sources the Subjected position 
is laying vacant under your kind administration therefore. | am offering my service for 
one of the same. 


In the end if a chance given to me to work under your kind control. | will prove my 
worthy selection through my dedication and hard work. | hope that you will give me a 
chance to serve with you. 


Thanking you in anticipation 


Your’s Sincerely 


Muhammad Ali Chundrigar 


0321-3045482-0331-2018504 


CURRICULUM VITAE 


MUHAMMAD ALI CHUNDRIGAR 

Permanent Address: 

Flat. No. 30 Saylani Plaza, BISMILLAH City, Near Faizan-e-Abdul Ghaffar Masjid, 
Unit No.10 Latifabad Hyderabad Sindh. 


Office Address: 
Room # 101, first floor Block E, Isra University, Hala Road Hyderabad, Sindh. 


Contact: 0321-3045482- 0331-2018504. Email: muhammaddotali@yahoo.com 
mmhydnews@gmail.com 


CAREER OBJECTIVE 


To use my theoretical knowledge, practical experience and skills to work freely and support the 
organization to achieve its corporate goals more effectively within the stipulated time, as a team 
player or on own initiative. 


EDUCATION 


M.A Economics (2"¢ Class) From University of Sindh in 2014. 

B. Com (24 Class) From University of Sindh in 2009. 

Inter Commerce (2" Division) From B.1.S.E Hyderabad in 2007. 
Matriculation (2"4 Division) From B.1.S.E Hyderabad in 2005. 


COMPUTER CERTIFICATION 


MS-WORD, MS-EXCEL, MS-P.POINT Police Technical & Training School 
CORALDRAW,PHOTOSHOP, INPAGE Bhittai Computer Composer 
SHORTHAND Sindh Board of Technical Education Karachi. 


A/V & Digital FX Suits, 
(Sound Forge, Adobe Premiere, Adobe Arena Multimedia Hyderabad 
After Effect.) 


COMPUTER SKILLS 

OPERATING SYSTEM > DOS, WINDOWS-98, WINDOWS ME, WINDOWS 2000 
PROFESSIONAL, WINDOWS XP PROFESSIONAL, WINDOWS 7 
TYPINT SKILLS Typing Speed in English 60 W.P.M. 
Typing Speed in Urdu 80 W.P.M. 
Typing Speed In Arabic 30 W.P.M 
Typing Speed In Sindhi 30 W.P.M 
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WORK EXPERIENCE 

Personal Staff Officer (PSO) to Dean ISRA University Main Campus Hyd. Jan 2017 to Continue. 
Computer Operator Cum PA to Dean Isra University Main Campus Hyd. Sep 2013 to Dec 2016. 
MAIN DUTIES & RESPONSIBILITIES: 


ie 


To Manage & Prepare the meeting of the Board of Faculties, Faculty of Engineering Science & 
Technology and Faculty of Commerce Economics & Management Sciences. 

To issue the letters for information of the meetings to the members of the board of 
faculties/Board of Studies. 

Working as Two Faculty, Faculty of Commerce Economics & Management Sciences and Faculty 
of Engineering Science & Technology. Management & Administration responsibility in a very 
swift and efficient manner. 

Train, defines task for, and supervises and evaluates performance for subordinate staff. 

Scanning of all official documents. 

Record keeping, file creation and document maintenance. 

Data entry of all administrative tasks. 

Other miscellaneous official tasks as assigned by the HOD. 

Maintain electronic and hard copy of all administrative records. 

Manage Calendar for Administration Team. 

Assist in resolving any administration issues. 

Schedule and co-ordinate meetings. 

Maintain office supplies for all departments according to their requirements. 

Report writing and maintain computer record. 

Updating of all registers records and other. 

Supervision, inspection, investigation of subordinate staff. 

To evaluate the tasks management of organization. 


Payroll Management: 
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Monthly payroll reconciliations. 

Performs standard control procedures and maintains payroll related records. 
Supports internal and external audit activities. 

Collaborate with Human Resources Department to make authenticity. 

Calculate staff end benefits, Pension, Gratuity, Commutation, and Leave Records. 
Prepare payroll and journal entries at the end of every month. 

Prepare payroll Remuneration for visiting Faculty Staff. 

Manage workloads and deadlines. 

Maintains employee confidence by keeping information confidential. 

Provides payroll information by answering questions and requests. 

Deal with grievances and questions regarding payroll from employees and upper 
management. 

Updates payroll records by entering changes in exemptions, deductions, and job title and 
department/division transfers. 

Resolves payroll discrepancies by collecting and analyzing information. 


Data Entry Operator in NADRA (Dec 2011 to Aug 2013). 


RESPONSIBILTIES: 
1. Capture Quality Data Acquisition for Pakistan Cards, Watan Cards, and Benazir Income 
Support Cards Processing. 
Highly Public Communication skills. 
Maintain office and Applicants Forms record. 
Scanning of all official documents. 
Record keeping, file creation and document maintenance. 
Data entry of all administrative tasks. 
Other miscellaneous official tasks as assigned by the HOD. 
Maintain electronic and hard copy of all administrative records. 
Assist in resolving any administration issues. 


SO oE O QS 


Working at Various places:- 
Composer/ Proof Reader/Graphics Designer in Dhoom Television Network (Jan 2010 to Oct 2011). 


Composer / Graphics Designer in Daily Qaumi News Paper (Jan 2010 to Oct 2011). 
Account Assistant in Alive Broadcasting Pvt F.M Radio. 

Account Assistant in Kent Gift Centre. 

Composer / Graphics Designer in Bhittai Computer Composer (June 2006 to 2008). 


Father’s Name Taj-ul-Ahrar 
Place of Birth _ Hyderabad. 

Date of Birth 09 May 1988 
Religion Islam 

Nationality Pakistani 

N.I.C 41303-7766363-7 
Domicile Hyderabad (U). 


PERSONAL AND PROFESSIONAL INERTEST 


> Reading books related to computer, Information Technology. 
> Improving qualification. (l.e. Certifications,Training programs,Workshops,etc) 


LANGUAGES 


English, Urdu & Sindhi good Written and Comprehension. 


REFRENCE 


Reference Available on the request. 


